ONLINE APPLICATION PROCESS: How to Apply

Step 1:

Visit the City of Kent’s website at www.kentwa.gov . Click on the ‘WORK' tab and then the
link for *City Employment’ to view the City’s current job openings.
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Step 2:
Using the menu bar/navigation bar on the right side of the website, click on one of the three
job opportunities links. You can choose from the following:

> Job Opportunities (these are full-time and part-time positions with benefits)

> Internal Only Opportunities (these are for current City of Kent employees only)
» Seasonal, Temporary, and Volunteer Opportunities
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Step 3:

Scroll down the page to view the current job openings. The positions will appear in a table-
type format. To view the job announcement, simply click on the job title that you wish to
learn more about.
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Step 4:

Click on the tabs to view the description of the position as well as any associated benefits (if
applicable). If the hiring manager has specific questions that he/she would like answered
on the application, those questions will appear on the ‘Supplemental Questions’ tab. Click
on the ‘Apply’ link to apply for this position or click on the ‘Print Job Information’ link to
print a copy of the job posting.

LIVE I WORK I DISCOVER CITY HALL 2 . 1wantio. I
s » Employes Serdcss » NeoGoy

NEOGOV

Job Title: Operations llanager
Closing Date/Time: Fi 01/06/12 5.05 P Pacific Time

Salary: $8,105.00 - $9.869 00 fMonthly
$97.260.00 - $118.423 00 Annually

Job Type: Rsgular Full-time
\ Location: 400 VY. Gowe St.. Kent, Washington

\ Print Job Information | Apply

General Purpose Benefits Supplemental Questions

Under the direction of the Director of Public Works, manage, plan, organize, and coordinate the
operations and activities of the Operations Division of the Public Works Department; train,
supervise, assign, and review the work of assigned personnel; assure efficient and effective
functioning of the Public Works Operations Division.

Work is characterized by management, administrative, and supervisory responsibilities for the
organization, including directing and evaluating the operation of the Operations Division. The
incumbent provides overall planning, budgeting and management of the Operations Division
including the Administration, Water Supply and Distribution, Street and Signage Maintenance,
Wastewater and Storm Water Collection, Vegetation Control, Fleet Services, Utllities Technical
Support and General Warehouse Sections; and carrles out supervisory responsibilities In

accordance with the organization’s policies and procedures as well as applicable laws. Dutles
and raennncihilitiac incliida hitt ara nat limited ta intandawina hirina and trainina
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Step 5:

Once you click on the ‘Apply’ link you will be directed to the Applicant Login webpage. The
screen will prompt you to create an account with Governmentjobs.com. Click on the “create
an account” hyperlink to get started. If you already have a NEOGOV account with another ,
employer you can Iogm using your existing username and password

If this is your first time applymg using NEOGOV/GovernmentJobs com and you are creating
an account, please note that you must have an e-mail address in order to sign up for an
account. You can create a free e-mail address through AOL, gmail, hotmail, or yahoo.

Be sure to write down your username and password as you will use this
information in the future to log-in and view your application status.

Are you registered?

To apply online for 3 position, please create an account (registration is free). If you have
already created your Governmentlobs.com personal account, please login below.

Username:
Password:
{Login |
1 Forgot My Username and/or Password

Not Registered Yet? Create Your Account Here!

Career Seeker Login Update:

In our engoing effort to ensure a high-level of security to protect your personal information,.
we have made some changes to the password reset process. To use the password reset
faaturas, you must enter the email addrass you used on your account. An email will then be
sent to thls email addrass with a link to reset your passwerd. In the event that you forgst
your login information and do not have an e-mail address on your account, or no longer have
access to the email address used on your account, you will need to create a new account and
application form. If you do not currently have an email address entered on your account, we
strongly recommend you enter an email address to allow you to reset your password in the
future. Please note that email accounts are available for free from many different providers
(e.g. Gmail, Hotmail, and Yahoo).

To access the personalization features of Govemmentlobs.com you must first be a registered
user. Registration is completely lru and takes only a few seconds. We don't share your
information with anyone and wa're not going to send you an unsolicited e-mail. For more
information about privacy at Governmentlobs.com, please read our Privacy Policy

NEQGOV

Please note: If you already have an account with NEOGOV (with another employer or with
the City of Kent), the following screen will generate once you log-in with your username and
password. Click on the link to apply for the job and follow the instructions to submit your
application. If you DO NOT have an account, please proceed to step 6.

F'GovernmentJobs

BT - oo+ ] nbout s Jiiets | cosout SN S

Welcoms, Natalie Winecka Help Logout
Main Meny

Nov 14, 2011

Tip: You do NOT need to racreate a new application every time you're applying for a
position.

Main Menu | Search Jobs | Application Status | My Account | Logout

Atcut Governmaenticbs | Privacy Dolicy | Legal Terms
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Step 6:

If you are creating an account, you will be directed to the ‘Request New Job Seeker
Account’ page. Type in the information that is requested in the required fields, such as
First Name, Last Name, Email, etc and then click ‘Save’ to continue on to the application.

Request New Job Seeker Account

* First Name I

Middle Initial [—'

* Last Name I

Primary Phone l—‘———

Phone ‘

* Notification

Preference!
By vhich method vould you prafer to be nctified stout application status, testing dates and examination
results?
* Address 1 I
Address 2 l
L Clkvi
* Stater = 1

Step 7:

Create an application by clicking on the ‘Create Application’ button in the middle of the
screen. Please be aware that you can create multiple applications. This allows you
the flexibility to customize your application for a particular position and then save
that application for future use.

Welcor;:, Natalie Winscka

g Help lugm;l‘m

I To apply for the position of Human Resources mi(qqer— Labor click here. I

Create Application

Applications You've Created:
Name Date Created Modify
Bolice Officar Nov 14, 2011 Edit | Dalate

Tip: You do NOT need to racreate a new application every time you're applying for 3
position.

Main Menu | Search Jobs | Application Status | My Account | Logout

2bout Governma atlobs | Srvacy Policy | Legal Terms

Copyright $ 2000-2011 Govammentleks. 21l ights resarvad
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Step 8:
The system will ask you to build a new application (Figure 8.1). You can name your

application, i.e. general application, public safety application, and so on so that you can
easily reuse them for various positions with similar requirements. Please note the
‘Application Process Steps’ bar across the top of the screen. This bar indicates
where you are in the application process (see Figure 8.2).

Figure 8.1

Main Menu Search Jobs Application Status My Account

Build New Application

To create an application, enter the name of the application in the box below and click the
'Create Application’ button. Keep in mind that you can create multiple applications, so
:ho?'se al descriptive name for your application like Educational or Ac
Application.

Application Name (for your own reference):

Create Application

Tip: You can reuse this application to apply for 3s many positions as you'd like. You do NOT
need to recreate a new application every time you're applying for 3 position,

Main Menu | Search Jobs | Application Status | My Account | Logout

Figure 8.2

Human Resources Manager- Labor - Application process steps:

(1] 2] o @
» Job Agency-wide Confirm Certify &
Ll Applicati 0 Aoplication Submit

Step 9:
The first step in creating your application is entering your contact information. Click the

‘Save and View Application’ button when you have entered the requested information. If at
any time you haven’t entered something that is required, a dialog box will appear
that will direct you to where you need to make adjustments/add information to
your application. Remember to save what you have entered into the system.

[iome [ 5ot scori | Aboutus Ll Logous ]
Welcome, Applicant Name Help Logout ]

| teomens | Searchiobs . AspbcatenStatus _MyAccount ]

Human Resources Manager- Labor - Application procass steps:

(1] @
Job Agency-wide
Application Questions

Job Application » Profile

* Required Field

cancel || Sava & View Application |

Contact Information \\
“FirstName (o

Middle Initial l’_
* Last Name e
Primary Phone [——““
Alternate Phone '——
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Step 10:
Proceed by filling out the remaining sections of the application. If you want to add

education or work experience, click on the links to the right in those sections labeled ‘Add
Education’ and/or ‘Add Experience’. Make sure that your application is complete and
thorough; incomplete applications will not be considered. You can also add the
following in the corresponding sections of the application:

> Certificates/Licenses

> Skills

> Additional information (honors, awards, professional
associations/memberships, etc.)

> References

> Resume, Cover Letter, and other attachments
Contact Information Edit Contact Information
Name: Applicant Name  Address: Ave. S.
ashington $8032
Email: jobsBkentva.qov
Natification Preference: Email
Home Fhone: Alternate Phone:
Former Last Name: Menth and Day cf Birth:
Personal Information Edit Personal Information
Driver's License: No
Can you, after employment, submit procf of ves
your legal right to work in the United States?
What is your highest level of educaticn? Bachelor's Degree
Preferences Edit Preferences
Preferred Salary:
Are you willing to relocate?
Types of pesitions you will accept:
Types of werk you will accept:
Types of shifts you will accept:
Objective
Education Add Education
Work Experlence Add Work Experience
Certificates and Licenses Add Certificates or Licenses
Skills Add Skills
Office Skills Edit
Typing: 0
Oata Entry: 0
Additional Information Add Additional Information
References Add Reference
Resume Edit Resume
H
Step 11

Click on the ‘Add Attachments’ link to upload and attach documents to your application.
This is where you would attach your cover letter, resume, work samples, etc. (Figure 11.1).
Once you click on the ‘Add Attachments’ link, you will have the opportunity to upload
multiple attachments (Figure 11.2).

Note: Most file formats are accepted (PDF, Word, Excel) with the exception
of Word Perfect (.wp) files. PDF files are what we recommend.

Tip: Make sure that you are aware of the application requirements as specified in
the job posting. For instance, if cover letters and resumes are required make sure
you add them as an attachment (or as text using the copy & paste feature in
Word). Have the pertinent information for filling in the various portions of the
application at the ready so that you can easily complete the application.
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If at any time you need to step away from filling out the application, you may click
‘Save and View Application’ and your changes will be saved allowing you to return
to and finish the application later. Save frequently as you will be timed out of your

session after 30 minutes of inactivity.

Figure 11.1

Additional Information Add Additional Information
References Add Reference
Resume Edit Resume
Text Resume

Attachments Add Attachment(s)

Go to Confirm Application \

Figure 11.2

[ Search Jobs My Account

Human Resources Manager- Labor - Application process steps:

o L@
Job Agency-wide
Application Questions

Job Application » Review

* Required Field

* File Description [

* Attachment Type ===5elect One=== ¥

* File | Browse... |
Attach another file

/ Upload |

Click here to
add another * Required Field
attachment.
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Step 12:

Once you have filled out all of the sections of the application, you will be directed to the
Agency-wide questions. These questions, some of which are required and some of which
are optional, provide us with information for reporting purposes. If you have filled these
questions out before, you can click on the ‘Populate’ box and your responses from the last
time you filled out the application will auto-populate.

Human Resources Manager- Labor - Application process steps:
o @
Job Agency-wide
Application ~ Questions
Agency-wide Questions

* Required Field

You have already answered soma or all of the supplemental questions cn cne of your previcus
applications. Tc have the form autematically populated with your most recent respcnses, click the

/ Populate |pytton. You will still be able to medify your answers if necessary.

/ IMPORTANT: After clicking the ‘Populate’ button you must still click one of the 'Save’
buttons at the bottom of this form in order to save your answers.

If you need maore than 30 minutes to cemplate this sectien click the "Save Work in Progress’
button cccasionally to save your werk. Typing does not extend your session. All questicns
marked ‘Required’ need to be answered in order to submit the application. Nete: DO NOT use
HTHML tags in your answers.

The purpese of the following questicns is to cbtain additicnal jeb related information to evaluate
you for the pesiticn you are applying for er to provide us with statistics needed to evaluate cur
recruitment program as well as to prepare statistical reports required by Federal, State and local
agencies.
1. What is your gender?
o
Male  Female
2. What is your ethnicity?
© American Indian or Alaskan Native
€ asian

© Black or African American

© Hispanic or Latine

© Native Hanaiian cr Gther Pacific Islander

If there are supplemental questions associated with the position, those questions will appear
after the agency-wide questions. When you have finished answering all of the applicable
questions, you have the option of saving your work and continuing on with the application
(*Save and Proceed’) or you can save your work and come back to finish the application at a
later date (‘Save Work in Progress’).

Page 8 of 10



Step 13:

Review your application carefully for completeness as well as accuracy. If you elect to not
fill in any education and/or experience, the system will verify that you don’t want to include
that information and you will have to initial that you want to move forward without it.

B oo oo seareh | bout us e Logous) :
Welcome, Applicant Name Help Logout ]

ManMeoy | Searchlobs | ApplicationStatus My Account

Human Resources Manager- Labor - Application process steps:

o e @
Job Agency-wide onfir
Al it i Q! 1

Confirm Application

WARNING! You have not completed the Education History and Work Expeﬂence

sections! If you want to continue with your apph:auon anyway, dick the Conunue‘

gutton gc!ow If you want to go back and review your zzolication, click the “Go Back”
utton below.

cu must check the boxes and enter your initials
t you are submitt cur applicai ithout education
cantinue unless both boxes are checked and you have

r Check the box te the left and enter your initials below to CONFIRM that you are submitting
this application with NO EDUCAT[ON HISTORY. If you wish to 2dd educatien history, click
the 'Go Sack’ butten now and enter your education history.

—

Enter initials here:

Check the bo
I s applicat

t you are submitting
erience, click the

Enter your iritials here:

Main Menu | Search Jobs | Application Status | My Account | Legout

When you are ready to confirm your application and submit it, click on the ‘Confirm
Application’ button. Please note that once you submit your application for a position
you will NOT be able to make any changes to that specific application.

Welcome, Applicant Name Help Logout )

uman Resources Manager- Labor - Application process steps:

(1] e @
Job Agency-wide Confirm

Aopplication  Questions Application
Confirm Application

Please review the application you're about to send for the position of Human Resources /

Manager- Labor. If you nz2d to modify any parts of your application, just click the "EdIt
button next to the section you wish to modify, Once you've raviewed the apphc Thck
the "Confirm Application® button to proceed to the final 'Certify & Subm

Confirm Application

Contact Information Edit Contact Information
Name: Applicant Name ~ Address: 220 4th A
Kent, -‘luhngtcn $8032
Email: iobs Akentya.gov
HNetification Freference: Email
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Step 15:
Next you will need to read the terms of certifying and submitting your application. If you

accept the terms as outlined, press the ‘Accept’ button and your application will be
submitted to the Employee Services department.

Welcome, Applicant Name o B o uelp | L;‘;outm

Human Resources Manager- Labor - Application process steps:

o L2] o @
Job Agency-wide  Confirm Certify &
Application Questions Application Submit

Certify & Submit

By clicking on the "Accept’ button, 1 hereby certify that every
statement I have made in this is true and
the best of my knowledge. I understand that any false or
\/o incomplete answer may be grounds for not employing me or for
KENT dismissing me after I begin work. 1 understand that 1 will have to
""""" produce documentation verifying identity and employment
eligibility in the U.S. I understand that I may be required to verify
any and all information rn en on this application. I understand
that this completed application is the property of City of Kent and will not be retumed. 1
understand City of Kent may contact prior employers and other references. I undarstand
that 1 must netify the Human Resources Division of any changes in my name, address, or
phone number.

/V

Dactine

Step 16:
Once you submit your application, a confirmation screen will generate. If you'd like to print

out a copy of your application, click on the link that states ‘Click here for a printable version
of the application...”.

Welcome, Applicant Name - S Help Logout ]

icn for Human Resources Manager- Click here for 3 orintatle version of the
Labor is complete. vou just

Confirmation

Dear Applicant Name
A Thank your applying for 3 position with the City of Kent. We
\/\o have receivad your application and you will receive
KENT instructions by email and/or mail as to the next step in the
""""" process The selection process may include one or more of the
review and pearformanca
test, wntten test, and/or oral interview examination.
Queastions asked dunng the examination process are basad
on the knowledge and abilities required to successfully
perform the job.

If you'd like to apply for another position, return to the employment opportunities page and
select the position from the table of open positions. Once you have submitted your
application(s) you can check your status by clicking on the ‘Application Status’ link at the
top of the page and it will show you where you are with all of your pending applications.

Welcoms, Applicant Name ' \ ) Help } Toguat |

Positions You've Applied For

You have applied for 5 positions.

12/12/11 12:04P Pacific
Time

11/17/11 2:26P Pacific Time
11/15/11 11:52A Pacific
Time
11/14/11 12:58P Pacific
Time

11/14/11 11:514 Pacific
Time
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